
Special Event Permit
Tutorial



Start Here…
Special Event Permit is needed if:

• Streets will be closed or on private property and open to 

the public

• Liquor is sold

• Food will be prepared outdoors

• Merchandise will be sold

• There will be tent(s) over 20' X 20' or 400 sq. ft. 

and/or stage(s) over 24” tall

Bar Crawls ONLY if:

• Expected to exceed 500 participants

• There are more than 5 stops/participating 
establishments

• 3 or more stops/participating establishments located 
within the same block



• DCASE Processing Fee Breakdown:

• NEW Timeline

• $100, if the application is submitted more than 60 days prior to the event

• $200, if the application is submitted between 59 and 45 days prior to the 
event

• $500, if the application is submitted 44 to 37 days prior to the event

• $1,000, if the application is submitted between 36 and 29 days prior to the 
event

• $2,000, if the application is submitted between 28 and 21 days prior to the 
event

o Applications are not accepted less than 21 days prior to the event

o Processing fees are generated based on when the application is 

complete and ready for DCASE review

• Additional City Costs (if applicable): Special Event Food Vending, Pop-Up 

Retail, Special Event Liquor, Street Closures, Traffic Management, Large 

tents/stages

Costs



All appropriate applications must be submitted in a timely manner.

• No fee may be charged for admission to the public way 
in connection with any special event. A financial donation may 
be requested. Signs must be posted at all of the entry points 
that clearly state that the donation is voluntary.

• Donation collection points must be clearly outlined on your 
site plan.



❑ Provide clear site/course maps

❑ Type III Barricades must be rented to close a street

❑ Please Note: Police & Fire Department cannot be

listed as Security or Medical Providers

❑ Contact Streets & Sanitation (1) week before 

event to ensure ‘NO PARK’ signs will be posted

(if applicable) (312) 744-1912

❑ DCASE Landing Page

❑ Tutorial on how to create an account

Resources

https://www.chicago.gov/city/en/depts/dca/supp_info/neighborhood_festivals.html
https://ipi.cityofchicago.org/Resources/Information/CreateAccount.pdf


After a complete application is received…

• Ward is Notified

• DCASE Review

• Follow Up Questions

• City Agency Review

• City Agencies Questions

• Permit Issued

DCASE Special Event Process



• The City of Chicago has created new initiatives including the Expanded 
Outdoor Dining (EOD) and the Chicago Alfresco programs to support 
outdoor dining. It is the responsibility of the organizer, as part of your 
outreach to the community, to identify if there are conflicting permits 
that affect your layout.

• EOD permit holders will need to work with you to coordinate within your 
footprint or remove their seating.

• Special Event applicants will need to work with local community groups 
holding Make Way for People Alfresco permits to coordinate event layout 
with approved street closures and furniture installations.

Expanded Outdoor Dining and
Al Fresco



❑ DCASE Application is Online (no paper applications accepted)

o Use Google Chrome

o Document types must be PDF or JPEG

o Security, Emergency Action Plan and Medical Plans must be provided for ALL 
events

❑ Use application # when communicating with DCASE

❑ Applications may be submitted 180 days before the event

❑ DCASE processing fee is based on when the application is COMPLETE

❑ These are the documents that will be required:

o Site Map

o Security/Safety Plan

o Certificate of Insurances (COI's)

o Emergency Action Plan

o Emergency Medical Services plan

o Marketing Materials

o Written Course Description (if athletic event)

o Course Map (if athletic event)

o Street Closure Template

DCASE Special Event Process







Select “Festival & 
Athletic Event 

Permits”

















Click the “+Add Event Schedule”























Applying for Food App(s) require:

• Food application must be submitted a minimum of 20 days prior to the 
event (Single Event Food Booth or Food Truck application)

• Chicago Business Account #

• Restaurant health inspection (within the last 12 months)

▪ In Chicago: date of inspection

▪ Outside Chicago: copy of inspection

• Affidavit if shared kitchen

• Food Booth Layout

• Chicago Summer Sanitation Certification

Special Event Food Licenses





Applying for Outdoor Liquor:

• Liquor application must be submitted a minimum of 20 days before 
the event

• Certificate of Insurance (COI) to include:

▪ Name of event, date(s), and location

▪ Contain liquor liability coverage

• Your Police Commander & Park/Private Property Letter

• City Liquor Application (For-Profit / not required for Not-For-Profit)

• State of IL Liquor Application

▪ Required for both For-Profit or Not-For-Profit (Must be from 
the City of Chicago)

Special Event Liquor License



Please Note: Route Map and Written Course Description required for Athletic Events only





This athletic application is incomplete because I have not included a route map, site map, 
or street closure information. These items MUST be added before DCASE can review.







❑Any questions should go to 
SEPermits@cityofchicago.org

DCASE Permit Contact



Thank You!




